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PROCEDURES

Responsibilities of Federal Agencies Under Title
XV of the Social Security Act « Unemployment
Compensation for Federsl Employees

1.

Publie Lew 767, S3rd Congress, added title XV to the Soelal
Seourity Act. This 1;1‘!:19,, wihtch establishes an wmenployment Coms-
pensation prozram o Federal eivilian workers, will be adminise
tered by the ’Secrc,s;ary of Labor., The Secretary ig authorized to
enter into agreements with State erployment security agencies
under which they, as agents of the United States, will pay title XV
compensation to Federal workers under the terms of thelr respec-
tive unemployment compensation laws. If any State agency does not
enter into such an agreemant, the Seerctary of Labor will pay the
title XV compensation. Upon the request of a State agency or the
Secretary, Federal agenties which formerly employed a worker sive
required to furnish certain information sbout him to such State
agency or the Seeretary, as the case may require.* ®State
agencies® includes the employment security agencles of each of the
48 States, the District of Colurbia, the Territories of Alaska
and Hawalil, the Department of La’bor of Puerto Rico, and the Em-
ployment Servica of the Virgin Islands.

8: Reguest for Wage and Sepg

Az soon as an individual files a ¢laim with a State agency,
the State agency w1l forward a Form ES-O31 to eash Federal
agency for which the olaimant worked in a specifised period. Ime
mediately upon rec:ipt of the Form ES.931, the Federal agam.ey
will make the following findings:

*(Ll_): Whéther the elsimant named on the Form has perw
formed ¥Foderal service," as defined, for the
' Federal azency during the period speecified,

{2) The pericd during which such service was performnsd.,

{3) The amoun’; of remmeration for such service, and

{&) The reason for termination of such-servies.

These i‘indin;.,rz, if made in accordance m‘th the Secretary’s
rogulations, will Te final and conclusive tmlesa the claimsnt
files, within specified time limits, a request for additional
information or reemsideration. (See seetion 11 below.) '

*Hereaffer in these proeedures reference is made only to State
agencies and not to the Secretary. Only if there should be no
agreement with a State agency would "Secretaz;v” be substituted
for "State agency.”
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State wnemplovment compensation laws provide compensation
for wage loss suffired by unemployed individusls who have had
substantial attachuent to the labor force. This attachment is
maasured by the extent to which & person has worked in covered
employment in a spocified l=year period, known as the base perliod.
This base periocd varies among the States, In some States it is
the 52 wecks immediately preceding the week of the claim; in
others it is a 12~calendar-month period beginning as much as 29
months prior to the date of the ¢laim (but in no case is Federal
service performed pricr to Jammary 1, 1953, to be included); in
still others it is the first four of the last five completed
calendar quarters preceding the filing of the elaim. To be en~
4itled to compensaiion under title XV an individual must have
performed "Federal service®™ within his base pericd as determined
under the spplicable State law., This period will be specified
by the State agency on the Form ES-~931. Each Federal agency
for which a claimant worked during his base period must make
a finding whether he performed "Federal service" for it during
such perlod.

While wnder title XV the Federal agency is required to maks
s finding with respect to the coverage of each claimant who
worked for the agency in the specified period, administrative
FPeasibility dictat:s that each Federal agency should initiate
imediately a reviiw of its entire organization to determine:
{a) whether the agrmey or any of its constituent units is excluded
from the provision: of the Act, and (b) what groups of its em-
ployees (if any) are excluded by reason of any of the provisions
of paragraphs (1) <o (33) of section 1501(a) of title XV, If
such determination:: are made promptly, and if administrative,
persormel, and payroll offices of the agency are advised thereof
prior to Januvary 1. 1955, the orderly and expeditious process~
ing of findings by the Federal agency will be facilitated.

Some of the dcterminations made by a Federal agency with
respect to the coverags of its employees under the Federal
Tnsurance Contributions Aet (0ld-Age and Survivors! Insurance)
w111 be helpful in making determinations under title XV, Howw
ever, the definitim of "Federal service" in title XV is not
identical with the definition of *Federal service" in the Fedw
eral Insurance Contributions Act:
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t. The Federal Insurance Contributions Act covers all ine
- strumental ities of the United States, whereas title XV
covers onlv instrumentalities wholly owned by the United
States,

7o) With respe st to serviee performsd prior to Januvary 1, 1955,
seven of tie exceptions to coverage under title XV (those
specified in paragraphs (6) through (12) of section 1501(a)
wlll be tI > same as exceptions to coverage under the Fede
eral Insw ince Contributions Act. With respect to service
performed after January 1, 1955, only two of the excep=

.. ‘tions to coverage under title XV (those specified in
“ paragraphe (9) and 110) of section 1501(a) will be the

¢ Same as exceptlons to coverage under the Federal Insur-

ance Contributions Act,

. Mages for Federal Service in Base Period

Under State emsloyment compen-ation laws, a claimant's weekly
benefit amount and the duration of his benefits for a year ars dee
termined on the basis of his remumeration for covered employment
during his base period. The period within which an individual may
receive benefits based on his wages in a particular base period
is ealled a "benefit year." Under soms State laws a benefit year
is a uniform 12-calondar-month period established for all claimants,
and under others it is the 52.week period immediately following
the week in which the claimant filed his first claim,

Since a Federal worker's benefit amount and duration will
be determined under the provisions of the appliecable State law,
it is necessary for each Faderal agency for which a claimant
worked during his base period to ascertain his "Federal wages"
and Lo report such wages to the State agency.

"Federal wages" are defined as "all remuneration for Federal
service including cash allowanees and remuneration in any medium
other than e¢ash.® Reporting remmeration in cash should cause
little difficulty. It should be noted, however, that such ree
muneration should include all payments for sick leave and lumpe
sum payments for terminal annual leave, Reporting "remuneration
in any medium other than eash" may be more troublesome, An exe
cellent test, howsvasr, would be whether the Federal agency has
placed a cash value on what has been furnished to the worker in
reporting his gross earnings for Faderal income tax purposes,

The wages to be reported are gross wages before deductions for
soclal security, retirement, or withholding tax, Lunp-sum payments
for terminal annual leave must be alloeated over the poriod sube
sequent to separation for which the employee is considered to have
received the payment and must be reported in the period to which
they are allocated,
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3. Beason for Termipation of Federa] Service

Each Stat: unewployment compensation law sets forth the cone
ditions under “hiech benefits are payable to individuals who have
had sufficient base-period employment. The eonditions vary among
the States. All State laws, however, require a claimant to be able
to work and to be zvailable for work, that is, to be in the labor
force. Vhile some State laws provide a disqualification for other
reasons, they all provide a disqualification if the worker quit
his job voluntarily without good cause, or was discharged for mise
conduct connected with his work, or refuses suitable work without
good cavsa,

The form of a disqualifieation for a title XV claimant dee
pends on the provisions of the applieable State law. Some State
laws require only 2 postponement of benefit payments, Others
require a reduction in the maximum potential amount payable in
the benefit year and still others require a combination of post-
ponement and reduction. Reduction of benefits somstimes amounts
to complete cancellation of benefit rights for a benefit year.

Under the provisions of title XV the Federsl agencies are
responsible for furnishing to a State employment security agency
the facts concerning the reason for separation of a Federal em-
ployee who files a «laim for unemployment compensation. On the
basis of these facts the State agency will determine whether the
individual is entitled to corpensation. The information furnished
to the State agency should be in sufficient detail to permit the
State agency to apply its law and to permit the worker to lknow
the basis for the findings by the Federal agency. If the informa-
tion furnished is the same as that required by page Rl-30 to
R1-30,02 of the Fads Persg: ¥! to be entered under
item 21 on Standard Form 50, Notice of Personnsl Action, it will
generally be suffiecient., Federal agencies vhich are not governed
by the Federal Pepsonnel Manral should obtain copies of these
pages for their persomnsl whe prepare the Notices of Personnel
Action, from which data will be taken to complete Forms ES-931.

It is the respansibility of the Federal agency to supply
the facts as to reason for termination of an individual's eme
ployment. It is th» State agency's responsibility to apply
the provisions of i:s unemployment. compensation law to those
facts,

6. Iime Limit for Retvu-ming Forms £S-93
The regulations require each Federal agency to retuwrn come

pleted Form ES-931 %o the requesting State agency within 4 work-
ing days of its reeoipt. This time 1imit must be strictly observed.,
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The prompt poyment of unemployment compensation to unemployed
Federal workers depends on the States! having the information
on which to base their determinations before an individual
claims for a compens:cdle week of unemployment, i.e., a week for
which the individual may receive benefits. Most State laws pro-
vide a waiting week during which a clsiment must meet the cone
ditions for payment but which is not compensable; a few States
do not require a waiting week and pay benefits for the first
week of unemployment. In order to provide time for the mailing
of the Forms ES=931 to the Federal agency, its returning the
completed form, and the State agency's processing a claim on
time for delivery of the determination to the claimant when it
is due, the Federal egency must meet the k=day time 1imit specified.

Jhe success or fallure of this program
will deperd larzely on whether the 'F’ﬁeral

agencies furnish adequate Information promptly.

If, however, the li«dgy time limit cannot be met, the Fed-
eral ageney should imnediately so advise the requesting State
ggency with an estimate of the day by which the completed
form will be returned.

7. Notice to Separated Fideral Emplovee Standard Form No. 8
A separated Federil employee neceds information concerning

his potential rights o unemployment compensation and how to
claim it, Standard F>rm No. 8 (see attached exhibit A) explains
to the employee that e may have rights %o unamployment compens=
sation, tells him to 0 to the nearest employment office, and
describes the documen:s he should take with him when he files a
claim. I% also conta .ns basic information -— such as the place
where the individual!: payroll records are meintained = to
enable the State empl yment security agency to know where %o :
send a Form ES«93), :itandard Form = is to be given to each
employee when he is tirminated, transferred, or placed in
nonpay status for an «xtended period, as, for example, a period
of 1 or more days.

Each Federal ageny should requisition from the General Services
Administration supplics of Standard Form No. 8 sufficient for its
nseds. The purchase crder to the Federsl Supply Service should show
the item No. 28-S<8<1', and the number of forms and the delivery
points desired. Over;rinted payroll office addresses on the form
canmot ba furnished ix. time io provide for distribution by
Janvary 1, 1955. The:efore, each agency must make arrangements for
inserting the payroll office addresses on the forms in its initiaml
order by multilith, mimeograph, rubber stamp, or other means. On
subsequent orders the payroll office addresses may be overprinted if
the order is for a suificient quantity. If the quantity ordered does
warrant overprinting, copy should be submitted through the
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the form requires no entries at the time of issuance. Care
should be taken to assure that every employee who should receive
such a notice gets it promptly, and that the notice given to him
containg the correct asidress of the place where his payroll records
are waintained.

2. Control and Processing of Forms ES-§31

The Federal agency will recelve Form ES=931 from & State
smployment security agoncy when a claim for title XV compensa-
#ion has been filed by a Federal employee. The State agency
i1l submit the Form E5-~931 in the number of copies required
for its use plus an adiitionel copy to be retained by the Fed-
zral sgency. This cop’ should be maintained in a separate
2lphabetical file for . periced of 2 years, It will then be
available for review i: case of a requeat for additional infor-
waiion or reconsiderat on or if a conflicting request is received
for an assigmment of Fideral service and wages.

The psyroil office of the Federal agency will be respongible
for completing all Foris ES=931 and for maintaining a control
over all such forms reneived. To expedite action, Forms ES=931
siouid be reuted direcsly to the payroll offlce by the mail
it of the Federal agincy. JImmediately upon receipt of a Form
#5-07%, a ¢ontrol shovid be eatablished. An agency's regular
meil or other control Jorms may be used, or this control may
bo o simple 3" x 5" cerd with the claimant's name, date of birth,
social security sccoun: number, and date of receipt of the
requast. The control cards or forms should be filed by date
50 inat there can be & follow-up on the fourth day 1f the come
pleted forms have nol reen forwarded to the State agency. The
completed Forms ES-93L should cleer through this control, and
eomitrol cards should be removed as completed Forms ES-331 are
forwarded to the approgriate State agency.

To save bime the p:ryroll cffice sheuld return completed
¥orms ES«931 directly +o the State agency without any transmittal
shsots or further cleajance and approval. All Forms ES-931 are
deasigned so that they vay be returned in a window envelopa.

The separation infcrmation for the Form ES-931 will be ob-
 tainsd fyom the Notification of Yersonnel Action, Standard

Form 50 (or its equiva ent), on file in the payroll office. The
payroll office should :urnish only jnformetion of reccrd. In
order that full and accurate information be furnished, it is es=-
sential that the reaso:. for separation be stated clearly and
completely as shcun in the "Remarks" section of the Standard
Form 50 (as required b; R1-30 to RL-30.02 of the Federal Per-
gommel Manual) o
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The payi0ll inforaation necessary to complete Form ES-931 will
be obtailied from the Tndividual Pay Card (or equivalent document).
This cargl is maintain:d in the payroll office.

K

If rycords necessiwry to complete the Form ES-931 cannot be
Jocated ggecause the enployee is unknown to the office of the Federal
agency rgeeiving the Torm ES-931, contact should be made immediately
with othgr personnel nd payroll offices of the agency (field or de~
parhment.;,l) which migit have records covering the employment of the
individugl. If another office has the desired records, Form ES-931
should by forwarded t> that office for completion, and the request-
ing Statg agency shouid be advised of the transfer. Only after
thoroughisearch for tie records has proved frultless will the Form
ES«931 bg returned to the State agency with the notation "No Record.”

If agy of the records mecessary to complete the Form ES-931
have been forwarded to a records center, a request for the informa-
tion should be made of the records center by teletype. Records
centers yre to give priority to these requests.

4.

The 1request by teletype to the records center in St. Louis

ghould follow this format:

A Chief, Federal Records Center
172}y Locust Street
Sto Louis 3, Missouri

{for all States and Territories except Michigan, New Jersey, New
Yoric, Ohip, Utah, and Wisconsin)

U.TZ. Request wages four calendar quarters begimming (date)

and statement of reasons for separation for (last name o=
first name - middle initial 5 and name under which employed,
if different, and date of Dirvh)e

{Identify Agency and Bureau in Signsture)

(for six States == Michigan, New Jersey, New York, Ohio, Utah, and
Wisconsin)

U. I. Request wages (irsert name of State agency transmitting
Form ES-931) for perioc beginninz _ (date ard statement of
reason fof separation for __ (last name -~ first name -~ middle
initial _, and name urder which employed, ii different, and date
of birth),.

i
]
H
Fl
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{b) “Federal employee" means an individual who has performed
Federal service, as defined in this section.

{c) YFederal service" means service performed after

Dacember 31, 1952, in the employ of the United States or any instrumen-

talityholly owned by the United States, excert that the temm
shall not include service performed -

(1) by an Blastivy officer in the exscutive or 1egislative
branch of the Govermment of the United Statesy

(2) as a member of the Armed Forces of the United States;

(3) by foreign service persornel for whom spacial separa-
tion allowanzes are provided by the Foreign Service Act of 1946
(60 Stat. 999);

(4) prior to January 1, 1945, for the Bonneville Power
Administrator if such service conati tutes employment under section
3306 (c¢) of t'ie Internal Revenue Code of 195}

{5) outside the Unitec States by an .ndividual who is not
a citizen of the United States; for the purpose of this para-
graph, the term United States means the States, Alaska, Hawaii,
the District of Columbia, Puerto Rico, and th: Virgin Islands;

(6) by any individual as an employee who is excluded by
Executive Order from the operstion of the Civil Service Retirement
Act of 1930 because he is paid on a contract »r fee basis;

(7) by any individual as an employee receiving nominal
compensation of $12 or less per annumt

{8) in a hospital, home, or other inititution of the
United States by a patient or inmate thereof;

(9) by any individual as an employee included under
section 2 of the Act of August 4, 1947 (relating to certain interns,
student nurses, and other student employees of hosgpitals of the
Federal Government, 5 U.S.C. sec. 1052);

(10) by any individual as an employs: serving on a tempo.-
rary basis in case of fire, storm, earthquake, flood, or other
similar emergency;

(11) by e.ny individual who is employed under a Federal
relief program to relieve him from unemploymer:it;

(12) vy any individual as a member o! a State, county, or
community committee under the "roduction and Marketing Adminis-
tration or of any other board, council, committee, or other
similar body, unless such board, council, comuittee or other body
is composed exclusively of individuals otherwise in the full-time
eaploy of the United States: or
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Pgaonnel Action (Standard Form 50 or its equivalent)
teminating hiz service with the agency. Some agencles
or units of agoncles use a standard form other %than
Stindard Form 0. Such forms generally specify the
irdividual’s "headquarters” or *duty station.® Some
tyes of notification, however, do not specify an in-
dividual's "heddquarters.” In such a case the indi-
vidual's "official station" will be the place of
emnloyment . ignzted in the notification.

Liem 2 This item relates to “Federal wages.® Information
will be requested in one of two ways (see attached
Extibite B and ): '

8, Forty-five States will fequire information
concernlng wages in each quarter of a specl-
fled l-year period. i

bo Six Stetes will require information as to
wages for a spacified l~year period supplemented
by information concerning wages by weeks, These
States are: Michigan, New Jersey, New York,
Qhio, {tah, and Wieconsin.

Complete this section by furnishing wage information
for the period requested.

If any wages ard periods of service covered by the
request have bosn previously assigned to amother State,
enter the name of the State to which assignad, and

the periods and amounts assigned, in accordance with
the instructions on the form,

dtem 3o Entor date of *“termination® shown on the Fotification
of Personnel Action (Form SF-50 or equivalent document);

Item 3b Enyer the last day covered by the lump-sum payment for
the employec's terminal annual leave.

The procedure dascribed in the Federal Parsonnel Manual,
Pages L 1-3 and I, 1-18.02 for computing terminal annual
leave payment ias to be followed in establishing such
last days
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Item 3¢ Enter deteiled explanation of the reason for separation (see
Section 5 atove).

Certification The form should be signed by the person who is re-
gponsible for the preparation of the form., He should
enter his title and the date of completion of the form.

10, Control of‘égsigpmént of Federal Service and Federal Yages.

The regulations require each Federal agency to maintain a contreol
of all assignments of Federal service and Federal wages. To keep
this control, the following entries should be made on the Individual
Pay card (or an equivalent document), or on the Pay Cards if the
period coversd by the Form ES-931 appears on more than one card:

2. A line paralleling the pay periods covesed by the request should
be drawan down tre right marging

be The exset beginning and ending dates of the period covered by
the request should be entored at the top and the bottom of the
line;

Co Beslde this line should be entered:
(1) Total amount of wages assigned, and
{2) The State t¢ which assigned.

d. The date of preparation and the initials of the person pre-
paring the document should be entered below the period-ending
date.

If the payroll cffice has the Individual Pay Card {or equivalent
document), the above entries should be made at the time the Form
BS-931 is completed: If the Individual Pay Card (or equivalent
document) has to be forwarded to the Federal agency by & records
center, these entriee should bo mada as soon as the card is re~
colived.

The Ipdividual Fay Cards (or equivalent documente) should be
rotained by the payrcll office for at least 30 days after the
completed Form ES-931 has been returned to the States agency. If a
request for additionsl information or for reconsideration filed
by a claimant is pending, %the pay cards should be retained until
guch a request has besn processed.

1l. Processing of Requests for Information or Reconsideration of

Federal Fipndings, Form ES-93H (Sea attached Exhivit D)

Under all State unsmployment compensation laws claimants have
the right to appeal ¢eterminations of entitlement made by the State
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agency to administraitive appeals %ribunals and then to the
courts. Title XV cliimantis have the same right to appeal to
State administrative tribunals and State courts except with
respect to the findiigs required to be made by the Federal
agency. Title XY msres such findings final and conclusive
unless & claimant me'tes a request, within the specified
time limits, for additional information with respect to, or
reconsideration and zorrection of, any of the findings of
the Federal agency. While these requests may be made in any
form, the State agercies will suggest that they be made

on Form ES=93l4, Requast for Information or Reconsideration
of Fsderal Findings. Any such request will be made through
the State agency wita which the claim was originally filed.

The State agency will forward any such request to the
appropriate Pederal agencys To expedite processing, these
requaste gshould recelve the same direct routing to the pay-
1l office and shouvld be subject to the same control as
Forms ES-331. Some items on Form ES-934 will have been
completed by the cleimant. The claimant may also attach to
the form any documer’ which he beilieves supports his request
for additional information or for reconsideration. The payroll
office should comple’ely review all of its pertinent records
o ascertain if theras have been any errors or omhssions., If
information has been furnished by the claimant, the payroll
office should review 1% ageinet its copy of Form ES-931, and
against the employee’s origlnal Individual Pay Card (or
squivalent document) if the period of service or zmount of
wages 1ls involved, ad szainst his last Notification of Per-
sonnel Action, Standird Form 50 (or its equivalent), if the
reasen for separation is invdlved. Any error siould be corrected,
of courss.

If the clalment 's request relates to the reason for
separation and there has been no transeription error from
the Notification of “ersonnel Action Standard Form 50 (or
-ite gouivalsent), or %o whether the service was coversd under
title XV, it should »e forwarded to the personnel office for ..
additional informatisn or reeonsideration.

If any of the oiginal documents needed in connection
with the claimant's request for additional information or
for reconsideration are in a records center, they should be
roquested immediatelv.

After ths requests have been thoroughly considered, the
reply portion of the Form ES-934 should be completed by the
payroll office on th® basis of facte found by it or the per-
sonnel office. A Federal agency should promptly comply with
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a request for additional information about the basis for its
original findings. If it has no such additional information,
or if it is prohibited from disclosing such additional in-
formation, it should so indicate. If the claimant requested
reconsideration and correction of any of the findings of the
Federal agency, it should make reconsidered findings as indi-
cated on the form promptly and should explain the basis for
such recongidercd findings,

12, QOverpayment

Title XV provides a fine or imprisonment or both for any
person who knowingly makes false statements to obtain for himself
or for someone else compensation which is not due under the law.

13. Congtruction of Title XV and Regulations

Any questions as to the construction of title XV or of
any of the regulations promulgated thereunder should be sub-
mitted to the Bureau of Employment Security, Department of
Labor, Washington 25, D, C. If you will use as reference the
initials UCFE, tihe prompt routing of the inquiry to the
proper personnel will be faclilitated,

14, Quarterly Employient and Payrell Reports

It is plann:d, subject to the development of satisfactory
reporting procedures and approval by the Bureau of the Budget,
to request all Federal agencies with employees covered by
title XV to furnish quarterly employment and payroll reports to
the State and Territorial employment security agencies in each
State and Territory in which such covered employees are offiecially
stationed., These reports will show for each Federal installation
the number of covered employees on the payroll each month in the
quarter, plus the total salary and wages paid to them during the
quarter,

This employment and payroll information is needed by the
State agencles and the Department of Labor in preparing worke
load and benefit cost estimates for budget request purposes.

In addition, monthly employment data for each Federal installa~
tion will enable local employment security offices to plan and
render more effective services to the Pederal agencies.

There are a number of other uses for this information.
The Bureau of Employment Security maintains a weekly series
on insured unemployment, including ratios of insured employ-
ment to the insured labor force, by State., This is the only
indicator available of the relative degree of unemployment
in 511 States, Lxtension of this series to covered Federal
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workers will recuirs the employmant data supplied by the
Federal agencie:s, together with the unemploymemnt data
on Federal workcrs collected by the State agencies as a
by-product of their claimsetaking operations. Similar
ratios are maintalned and published on an area basis
by most Stete employment security agencies., The data
will also be used to mest more adequately the needs fer
benchmark data in the State sgency-Rurean of Labor
Statistics - Burcsu of Employment Security current em-
ployment statistics programs. Consequently, the re-
ports now collecied by the Civll Servics Commission for
this purpcae probebly could be discontimed,
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